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1. Iaformation wanagement 1s biy business in the Claadestine
Servico. Incroasingly intricote intogratod redonds.sysiems wiich 1ncorpoe
rate microphotography, high speed computers of large capacity, sophisticated

records storage oquipment all in concoext with mobual systcas ond procedures

provide tho €S with the capability for an effoective, but incroasiagly

coaplox and expensive rocords projxam. Unfortunately, the €5 has boen very

slow to develop @ eoherent plan to seloct amd train well quuaiificd oflicers
to £ill futuro vacancies in iuportant information managoment positions ia
I50 and in other €S components,

2. ‘The DR/P secently' approved tao recomacndation that a dovelopiontal
conploment, comprised of five exporlenced, well aducated and imaginative
jundor vfficers, be eostablished and the officers trained to fill future
vacancics in iaformution munsgemont., The uificers selected will be trained
in all facots of inforuation managencnt ond the skills zequired Lox thon
to poerform wlfectivoly in tho joo. e cousidorcd soud thirty camniidates
for tho five positions, reviowed thelr personnol {4ivs, ashed their
supervisors and othors about them and had intoerviews with ten of tho wost
pronising candidates. we pave cuasidoravle weight to compatible work
vxperience which would indicato some ingercst in continued assoclation with
information wanagenent and added pednts for field cxpericnce in records wowk.
Wo explained that a career in information sanagenent could be vory rewarding
i a person likes the work, but that for a ausber of reasons dnfornation
managenont was not highly regardod in the Agoncy == the priuaxy Ioason
probably boing the dourth of woll qualified porsonnsl in the profossivi.

3. We expoet the porsonncl sclectad for the developmental complemeut
to perforn the analytical work required Lor tho development, evaluation and
juprovement of all types ol systews and proccouros from the wost basic
manual system to the vary sophisticated system employing alcrophotography
and computers . To perform effectively in the managenent analysis function
the employees wust possess analytical ability, a thovough knowledge of e
functions, processes sad principles of inforuation wanagement and of the
mothods used to celloet, analyzo and evalunte inforaation concerning tho
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processes. The characteristics ond skills conshdered Lmportant in an R0
will ,vary sosewhat depending upch the nature and domands of on assignient,
Novertheless, thoro are cevtain qualivics which an individual @ust posscuts
1o be effpctive in the work. Our objective, of coursd, is the well wounded
and vorsatile officer, K '

. ] .

4, ‘Those qualitios which wo conslder wosi fwportant in the prospuctive
inforastion wanapement officor follow:

4. The ability to cotmunicate woll both orally snd dn weiting.
This will include the ability to oxganizo and develop clesr and well
written coumunications and to prescnt and discuss complox watiowrs i
a lucid and convincing mannof. - . :

b, The talent to sell and dofend infovmation managoment. In
other words, he must be forceful, yot undorstand the need for
coEpromisc, : '

c. hie wust be creative in wesolving problons, he sbla To sev
needed changes and come up with solutions o ths problomns.

d.  Eifectivo in personal relutions with olfficers of all lewvels
of vosponsibility, o wust uncorstand the roles and rwsponsibilitics
of the various lovels 0f managoment, inter-xolationships, wotivations,
otc. ‘ ‘ ,

o. roun iuterest in the infornation manggoucnt funcLion as &
challenging warcer. An dulerest in inereasing his kuowledge of both
the thooretical and practical aspects of the profession.
£, Capaeity to compronend, interrolate and evaluate Lacts,
distinguish betweon causes and effects, understand fundamental
problows and develop solutions logically snd systematically,
g A appreciutioh of tho rvole of infornation managoment in
helping the Clundestine Service schieve its operational gouls,

h. bo ohjective in the analysis and evaluation of probloss in
iine with principles and practicos ratho? than ou tho basis ok
personal foelings Ghd attitudaces.

5. After discussions with a nwiber of officers including the Agency
Records Adminlstration OL{ficer and the IS Praining Officer, wWo solucted,
fyom available courses, thosa wo considored approprialo to phass no ol the
training prograw. We &Te searchiing for s sudiable coursc(s) in Systess
Analysis. Tho couvses schedulad to Jdate included
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.. #e  Fundanentals of Supexvision ‘ ,
‘b, HManagesent Crid - ‘
C e Advanced Managemeat Planuing
; &, C8 Records I, II, and III . ) ' :

¢e Autonatic Uata Procossing (Vept, of Uedense Computer Instituie)
£, Source Data Automation (National Archives and Recards Serviee
S (NARS) e ool :

N .0 g luformation Systoms Design (NARGY
he Hechanizing Paporwork Systems (NARS)

i. Writing workshop o, o

Jo Réports Favdliarization
 Ke -Fibld‘Oyeraziona Familisrization
1. 'CI Gporations - .\

@, Records Managoment st Aucxican Univorsity '

n. Microfila Seainar s % : o

N St

"o, UEfice Information Retrioval {(NARS) ,f-

P Nuintenanco and 015pdsition (RiRS)
qe Forms’ Analysis (WARS) '

v, Files Improvesent (NARS)

O, Tho members of the dovelopmental complement will be evaluated an
tho basis of thoir performance on assipnod tasks, training courscs and
discussions, Thoy will also bo ovaluated to a groat calent ajuinst thoso
charactoristics deseribed in parasraph 4, above, As far as praociicubls,
futuro assipnments will Le bascd upon dowonstratod strenyiis and Weaknesses.
’ Tae omployees who:demonstrate the mighost degros of . self motiv§tion, -

inagination and initiative will be assipned to tho wost demanding positioas
v ' .
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- whoro thesd 45S0TS way Do u..c.d to the fullest extent. The poal of courso
" is well tralned officers who can osmmw pffuct wuly and o!...:xuwt’/ -
i.o., ;;m. things done, ‘
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